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TOPIC: Process to Donate Leave

Where: Employee Leave Balance Page
Who: Employee

When: Anytime during pay period
Purpose:

An employee may donate their accrued or restored annual leave to any Federal
employee on the Voluntary Leave Share program. The maximum number of use/lose
annual leave hours a Leave Donor may donate is the lesser of the following: no more
than half the accruals earned in the current leave year or no more than the number of
hours remaining in the leave year for which he/she is scheduled to work. The employing
agency may waive these limitations under special circumstances. The minimum leave
amount an employee may donate is one hour. Additionally, if the President has declared
an emergency (i.e., Hurricane Katrina, etc.) he/she may donate leave to a leave pool to
be used by those employees affected by the emergency. Employees may not donate
leave to their immediate supervisor. Once approved, a leave donation is not revocable.

Request Procedure to Donate Leave within NASA:
1. From the employee Leave Balance page, click on the Donate Leave within NASA
request form link.

LEAVE FORM REQUESTS for CHARMING, PRINCE P

Create Request for Advance Sick Leave Create a neww request to receive sick leave advance.

Create Request to Become Leave Share Create a new request to receive donsted leave.

Recipient
Donate Leave within NASA Intiste process to donate annualirestored leave within NASA.
Donate Leave outside NASA Intiate process to donate annualirestored leave outside MASA,

Donate Leave - Emergency Transfer
Program

List Pending Leave Form Requests List pending leave form requests.

2. All fields are required. After completion click CONTINUE. If errors are applicable,
they will be displayed at the top of the screen. The SUBMIT REQUEST button
will not be available until all errors are corrected. If necessary, correct errors and
click CONTINUE. Review information for accuracy, read the certification and
privacy act statements, and then click SUBMIT REQUEST (located beneath the
privacy act statement)

Initiste process to donste annualirestored leave under declared emergencies (Cther Federal Agency).
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Request to Donate Annual/Restored Leave for CHARMING, PRINCE P (198) =

Initiated by CHARMING, PRINCE P (198)

Status: Editing
This request may be submitted. Please review the Certification and Privacy Act statements at the bottom of this form. After review, click the Submit Request
button.
Amoamt of ANNUAL LEAVE to be donated 240 Hamne of inediwtiual Lo whom leave is being donated Parky Pig
Arvount of RESTORED ANNUAL LEAVE 10 bo donated 120 Contar of mdividual MSFC
W the hows | donate ane §etunned unised, | efer the hout s to be | e of the followin {if amy) to whom leave is donated

O Currant Lewve e
@) Moot Leave Year

Comments (include justification)

T T T

Frd REGUEST_EDITNG 1304 COT 0072007 CHARMNG , PRINCE P (156) Hacl his mouth wined shat.

Certification

Trequesst i annessl learve be transderred o the besve account of an spproved lesve recisent. This recipmnd is not my immedishe supervisor. s of the defe indcabed below, | e enough sl b in my eccound to cover Bes amount. | understand ihat if
1o pecjected 8o forfed ancusl leave during this leave year, the amount of leave | am mary ok exceed i mbr of houe the leave year Tor which | am scheculed 80 work, The amount of annusi lesve | am frangferring aiso s not
maore than half the hours | will sarn this year. | undenstand that mey decision fo iransier isave is nof revocable i a of urwased affer medical emergency has lerminate, | can slect 10 have o pro-rated share

returrend 10 e during edther the Currert isave year Of the 1080Wing leave year, 0 | Can elect fo donabe mry pro-rabed share 10 andther lnxve recipient Hﬂwr\'!f 10 0 30, | mrt remain empioyed by & Fadersl sgency and be subject 10 chagber 63 of tte 5,
United Sintes Code. | have not been drectly or indirectly intmated, threstened or coerced, or promized any benef by smy empioyes for the purpose of doneting

Privacy Act Statoment
Participation in this program iz volunfary, howewer, this §U.5C 6332 The mdormation furnished o ¥ with the transier 0f annusi issve. & may also be disclozed to

anatiord, State, o local law enforcament sgancy whvre there i an indication of & vidlation of polertial violation of chl or criminal knw, mie c-requn\,momm Bgancy of ourl when the Coverrment is party 1o 8 Ut Public Law 104- :3¢(Apdas
15096) roquires: that any person doing business wit the Federal Govemment furmish & 3ocil securty number o bax Ao title 31, Section T701. Furnishing the social securty rumber, a3 wiel as olfse data, i
welurbary, bad falure 10 do 20 mary celay o prevent action on the applcation. If your agency Lizes the information fureshed on this form !:vptrpmes cither than those indicabed above, § may provide you with an sddticnst m—-ernenenng.m;e

# Submit Remest |

3. After submitting the request, the user is returned to the request. At this point, the
request can be withdrawn or comments can be applied to the request. To apply
comments, type within the Comments section of the request; when finished, click
APPLY COMMENTS. The comments can be reviewed by the Approver, the
NSSC HR office and the NSSC Payroll office

Request to Donate Annual/Restored Leave for CHARMING, PRINCE P (0}

Leave Reguest Number: 99939-00019
Initiated by: CHARMING, PRINCE P (0}
Status: Pending Final Approval by NSSC PAYROLL OFFICE

# Agply Commernis

240 Hame of individual to whom leave is being donated Porky Pig
MSFC

Amount of AHHUAL LEAVE to be donated

Amount of RESTORED ANNUAL LEAVE to be donated 120 Center of individual

If the hours | donate are returned unused, | prefer the hours to be returned in :Hext Leave Year Relationship (if any) to whom leave is donated

Comments {include justification)

4. The employee will receive an email notification that the request has been
submitted and when the request has been approved by the NSSC Payroll Office.

Request Procedure to Donate Leave outside NASA:
1. From the employee Leave Balance page, click on the Donate Leave outside

NASA request form.

LEAVE FORM REQUESTS for CHARMING, PRINCE P

Create Request for Advance Sick Leave Create a new request to receive sick leave advance.

Create REqueSt to Become Leave Share Creste a nevy request to receive donsted leave.

Recipient

Donate Leave within NASA Intiate process to donate annualirestored leave within MASA

Donate Leave outside NASA Intiate process to donate annualirestored leave outside MASA,

PD:on;rt:n‘ll.eave = B =61 V=D Intiste process to donate annualtestored leave under declared emergencies (Cther Federal Agency).
List Pending Leave Form Requests Lizt pending leave form requests.
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2. Allfields are required. After completion click CONTINUE. If errors are applicable,
they will be displayed at the top of the screen. The SUBMIT REQUEST button
will not be available until all errors are corrected. If necessary, correct errors and
click CONTINUE. Review information for accuracy, read the certification and
privacy act statements, and then click SUBMIT REQUEST (located beneath the
privacy act statement)

Request to Donate Annual/Restored Leave Outside Agency for CHARMING, PRINCE P (198)

Initiated by CHARMING, PRINCE P {198)
Status: Editing

‘ This request may be submitted. Please review the Certification and Privacy Act statements at the bottom of this form. After review, click the Submit Request

button.
-

Amount of AHHUAL LEAVE to be donated 5.0 Relationship of leave donor to leave recipient (if any) nane

Amount of RESTORED ANNUAL LEAVE to be donated 0.0 Leave recipient's name Porky Pig

::vﬂf[a;‘ri ‘o;‘ ilixlc‘sn contact who can provide further Dabiie Parcival Agency FAA

Telephone Humber 256644 6625 Agency’s address 123 Anywhere Street
Agency’s eity Pennsylvania
Agency’s state P&
Agency’s zip 12345
::;T:':);g:(sl(le agency contact who can provide further Farmer Dell
Address 123 Anywhere Street
Address
City Penngylvania
State PA,
Zip 12345
Telephone Humber 301-123-4567
Fax Humber 301-123-4563

45 REGUEST_EDITING 14:57 CDT 0310772007 CHARMING, PRINCE P (198) Vant to tionats to my friend

Certification

| requiest that annul leave be transterred to the lzave account of an approved leave reciplert. This reciaient is not my immeciate supervisar. A3 of the date indicated below, | have enough annual lzave in my accourt to cover this amourt. | understand that it
I aim projected to forteit annual leave during this leave year, the amount of Isave | am transterring may not excsed the number of hours remaining in the leave year for which | am scheduled to work. The amount of annusl lsave | am transterting slso ks not
more than half the hours | wil sarn this year. | understand that my decision to transfer lsave is not revocable. If a sufficient balancs of unused donated lsave remains after the recipient0s mecical smergency has terminsted, | can elect ta have a pro-rated
share returned to me during efther the current leave year of the following leave year, or | can elect 10 donste my pro-rated shere o another leave recipient. However, to do so, | must remein employed by & Federal agency and be subject to chapter 63 of fille
5, United! States Code. | have not been directly o indirectly Intimsted, threaten=d or coerced, or promised any kenefit by any employee for the purpose of danating or using leave.

Privacy Act Statement

Paticipation in this program is voluntary; however, solictation of this information is suthorized under 5 L.5.C. 5332, The infarmation furnished will be used to Identify rscords properly associated wih the transfer of annusl leave. It may aiso be disciosed to
& national, State, o local lsw enforcement sgency whers there is an indication of  violation or potertial violation of civil or criminal lavy, rule, or regulation; or to another agency o court when the Government is party to & sut. Public Law 104-134 {April 25,
1996) requires that any person doing business with the Federsl Government furnish & sacial security number or tax idertification numser. This is an amendment to tille 31, Section 7701 . Furnishing the socisl security number, s well as cther deta, is
woluritary, but failure to do so may delay or prevent action on the application. If your agency uses the information furnished on this form for purposes other than those indicated above, it may provide you swth an addtional stalement refiecting those:
purposes

Submit Reguest

3. After submitting the request, the user is returned to the request. At this point, the
request can be withdrawn or comments can be applied to the request. To apply
comments, type within the Comments section of the request; when finished, click
APPLY COMMENTS. The comments can be reviewed by the Approver, the
NSSC HR office and the NSSC Payroll office

Request to Donate Annual/Restored Leave Outside Agency for CHARMING, PRINCE P (0)

Leave Request Mumber. 9999-00020
Initiated by. CHARMING, PRINCE P (0)
Status: Pending Final Approval by NSSC HR

Apply Comments Withdraw

4. The employee will receive an email notification that the request has been
submitted and when the request has been approved by the NSSC Payroll Office.

Request Procedure to Donate Leave — Emergency Transfer Program:
1. From the employee Leave Balance page, click on the Donate Leave —
Emergency Transfer Program request form.
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LEAVE FORM REQUESTS for CHARMING, PRINCE P

Create Request for Advance Sick Leave Create a new request to receive sick leave advance.

Create REqueSt to Become Leave Share Creste a nevy request to receive donsted leave.

Recipient
Donate Leave within NASA Intiate process to donate annualirestored leave within MASA
Donate Leave outside NASA Intiate process to donate annualirestored leave outside MASA,
# E:on;::n:ea\-’e -Emergency Transfer Intiste process to donate annualtestored leave under declared emergencies (Cther Federal Agency).
List Pending Leave Form Requests Lizt pending leave form requests.

2. All fields are required. After completion click CONTINUE. If errors are applicable,
they will be displayed at the top of the screen. The SUBMIT REQUEST button
will not be available until all errors are corrected. If necessary, correct errors and
click CONTINUE. Review information for accuracy and then click SUBMIT
REQUEST.

Request to Donate Annual/Restored Leave for Emergency Transfer Program for CHARMING, PRINCE P
(198)

Initiated by CHARMING, PRINCE P {198)
Status: Editing

‘ This request may be submitted. Please review the Certification and Privacy Act statements at the bottom of this form. After review, click the Submit Request

button.
Amount of ANNUAL LEAVE to be donated 240
Amount of RESTORED ANNUAL LEAVE to be donated 120
Major disaster or emergency declared by President Hurricane Debbie
Comments {include justification)
o s Tchangeaon Changed oy
50 REQUEST_EDITING 15:10 CDT 090712007 CHARMING, PRINGE P (198) She Carme and Vrt but lett 2 MESS

Certification

| request that annual leave be transferred to the Isave account of an approved lsave recipient. This recipient is not my immediate supervisor. 43 of the date indicated below, | have enough snnual lesve in my account to cover this amount. |understand that if
I am projected 1o forfeit anual leave during this lsave year, the smourt of leave | am transfering may not exceed the number of hours remsining in the Isave year for which | am scheduled to work. The amount of annual leawe | am transferting also ks not
more than helf the hours | will eam this yeer. | understand that my decision to transfer leawve is not revocable. If a sufficient balance of unused donated leave remsins after the recipient Os medical emergency hes terminated, | can elect to have @ pro-rated
share returned to me during either the current leave year or the folowing leave year, or | can elect to donate my pro-rated share o anather leave recipiert. However, ta do so, | must remain employed by & Federal agency and ke subject to chapter 63 of tile
5, United Stetes Codle. | have not been directhy of indirectly intimated, threatenzd or coerced, o promised any benefit by any employee for the purpose of donating or using leave

Privacy Act Statement

Paticipation inthis prograim is woluntary; hoveever, solictetion of this information is autherized under 5 U.S.C. 6332. The information furnished wil be usedto identity records properly associsted wih the transter of annual leave. |t may also be disclosed to
& national, State, o local lave enforcemert agency where there i an indication of & violation or potertial vialation of civil or criminal law, rule, or reguiation; o to another agency or court when the Government ks party to a sub. Public Law 104-134 (Apri 26,
1296) recuires that any person doing business wih the Federal Governmant furnish a social sscurty number or tax identification number. This is an amendment to ttls 31, Section 7701 . Furnishing the social sscurtty number, as well & other data, is

wolurary, bt failure 10 to S0 may delay or prevent action on the spplication. It your agency uses the infarmation furrister! on this 1orm for pUrpoSes otier than those indicated above, it may provide you with an adoitional statement refiecting those:
purposes.

Submit Request

3. After submitting the request, the user is returned to the request. At this point, the
request can be withdrawn or comments can be applied to the request. To apply
comments, type within the Comments section of the request; when finished, click
APPLY COMMENTS. The comments can be reviewed by the Approver, the
NSSC HR office and the NSSC Payroll office

Request to Donate Annual/Restored Leave for Emergency Transfer Program for CHARMING, PRINCE P
(0)
Leave Request Number: 9999-00021

Initiated by. CHARMING, PRINCE P (0}
Status: Pending Final Approval by NSSC PAYROLL OFFICE

# TR

4. The employee will receive an email notification that the request has been
submitted and when the request has been approved by the NSSC Payroll Office.

Approval Procedure:
The request will be reviewed by the NASA Shared Service Center (NSSC) Payroll
Office. If modifications are necessary (example: employee does not have adequate
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leave to donate) an email notification notating the modifications will be sent to the
employee.

Result:
The request to donate leave has been completed. The request is now routed to the
NSSC Payroll office for final approval or disapproval.

Upon approval, the request will be processed in the payroll system.

Special Considerations:
The request can not be withdrawn once it is approved. The form can be printed by
clicking the PDF icon next to the leave request number.
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